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Abbreviations

ASCII American Standard Code for Information Interchang
CsVv Comma Separated Values

SMS Short Message Service

URL Universal Resource Locator

Definitions

Affiliate Company that is registered with Grapevine and has beewigioned to use one or more
its products or services

Broadcast In Outlook SMSa broadcast is aotlection of messages sent out by an Affiliate to mo
phone users and the responses received by an Affiliate from mobile phone(texansused
intercK y3SlFrofeée gAGK GO YLI AIYED D

Campaign In Outlook SMSa campaign is aotlection of messages sent out by an Affiliate to mo
phone users and the responses received by an Affiliate from mobile phone users (ter
AYGSNOKIy3aSFofte gA0GK aoNRIFROIF&aleé0d

SMSC An SMSentre (SMSC) is responsible for handling the SMS operations of a wireless n
When an SMS message is sent from a mobile phone, it will reach an SMS centre fi
SMS centre then forwards the SMS message towards the destination. Am&dd&ge ma
need to pass through more than one network entity (e.g. SMSC and SMS gateway)
reaching the destination. The main duty of an SMSC is to route SMS messages and
the process. If the recipient is unavailable (for example, when tbbile phone is switche
off), the SMSC will store the SMS message. It will forward the SMS message wil
recipient is available.
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1. Introduction

1.1. Whatis the purpose of thisnanual?

Thismanualshowsyou how tosendSMS messages to yourstomers usingutlook SMS in yougmail

client, receiveSMSreplies andview onlinereportsand statistics abouthe messageyou have sentAfter

reading this manual you will know how to create and send SMS campaigns using your email client, and
monitor the response to your campaign.

1.2. What isOutlook SM&

Many people find it easier to compile an email than type $MSmessage on a small mobile phone
keyboard. Outlook SMSs designed to be an easy-use application that allows twway messaging
between email and SMS users. It allows you to compile an email and sendritiitiple mobile phone
usersasmultiple SMS. 3t is quick and intuitive to use. All you need to do is download the Outlook SMS
plugin. The plugin prompts you every step of the way inisgtup and writing your email. The product is

best used to create small, manageable campaigns. For example, SMS Outlook is ideal to send multiple
recipients invitations, reminders and notices about upcoming events.

Outlook SM&lsa
9 allows for replieso messages (in either directipn
1 can be configured to forward SMS delivery receipts to the originating email aduiressy other

two addresses you choose

Oty 06S O2yFAIdzZNBR (G2 fAYAOG {a{Qa (42 wmcn OKLFI NI
fSiQ3ay2adziyiz2 K2g Ylye {a{Qa &2dzNJ SYI Af g At
charactergyou can type up to 700 characters)

9 inserts your user name at the end of a message in order to identityself asthe sender
automatically

keeps a copy of your sentessages in your Sent messages folder

allows you to save a draft of your message

allows you to save replies

lets you delay the transmission of your message

= =

= =4 =4 =

Important: It is recommended that no more than 30 messages are sent at a time from your email clien

1.3. How does it work?

Outlook SMS LJLIJSIF NE +Fa | odzidz2y 2y aAONRa2FTU hdzif 221 Qa
Clicking the button pops up the Outlook SMS Messaging Screen. Simply compose your SMS in this screen
and insert your recipients in &To... field. Recipients may be selected directly from your Outlook
Address Book.
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EMAIL REPLY SENT
4 RECIPIENT
EMAIL CLIENT FS{IEI:ES SMS
ONPC
SMS 2 EMAIL
CONVERSION
COMPOSE & SEND EMAIL 2 SMS
EMAIL FROM CONVERSION
EMAIL SOFTWARE
UPTO 700
CHARACTERS)
COMPOSE & SEND
f N
COMPOSE SPECIFY RECIPIENT
EMAIL MOBILE NUMBER  SEND AS EMAIL
MESSAGE INTOFIELD  FROM MAIL CLIENT
{UPTO 700 ADDRESS
CHARACTERS) BOOK
\ A

Figurel ¢Sending arOutlook SMS

1.3.1. Sendnganemail messaggo SMS

1. FirstGrapevineauthorises your email address on our system to allgou to send SMS through
your email system.

2. ThenGrapevineissues you with an authorisation code, which goes into the subject line of each
email to SMS you send.

3. You then type an email with an addresqmbbilenumbei@sms.vine.co.zand your message.
4. Outlook SMSends this message2 (KS LISNER2yQa OSft LK2yS a |y
5.

Outlook SM&lso sends you an email receipt notificatiglo respond, the person just presses
reply and enters the message.

6. Whenthe recipientpresses¥ & S th&® €ystem automtically sends the message to your email
address.

1.3.2. Sendngan SMSmessagedo an email client

1. ¢2 aSyYyR Fy SYIFAf FTNRBY @2dzNJ Y20Af S LIK2yS> @&2dz 0
email address first, followed by a space and then the message text.

2. Oulook SMSeceives your SMS and detects the email address at the start of the message.

3. The system then creates an email with that address and simply adds the message text that
appears thereafter.

Note: Outlook SM®an send messageontainingup to 700 baracters.
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1.4. Outlook SVSfeatures

>

ISRRNSSayes.

Addressbook integration-! a S a 221 2
NE & i 2andBIB LK K Sk dzfi NB

a
Messagentegration-{ Sy i Y Sa
Inbox.
SMSalerts - SMS enables Outlé&s appointment and task alerts.
Messageadrafts - Saves draft messages in Outlooks drafts folder.
Personalisedbulk SMS Integrates with Microsoft Excel for personalised bBMSmessaging.
SMSconcatenation- Messages can be up #0characters long o5 SM®.
All SA networks supported; SM® can be sent to and received fromodacom, MTN and CellC
subscribers
Integrated email and SMS client No need to install a separate SMS tool on your desktop.
Version support Supports all versions of Micra@utlook.
Free software upgades- Automatically downloads and installs latest software releases for free.
Simple to use; Easier tharwriting an email irOutlook.

dzii 21Q
al a |

N

t
3

1.5. What do you need to get started?

To get started withOutlook SMSyou must be proviened by Grapevine Interactiveas an Affiliate
Grapevine will send you an email with the following user registration information:

The Outlook SMS applicatigBMSInstallemsi

Your authentication code

Your username and password foutlook SM®nline rerting
The email domain for email to SMS messages

The URL foDutlook SM®nline reporting

The service number to which to send SMS to email messages
The location of this manual

=A =4 =4 =4 =4 -4 =9

You can log in to th®utlook SMSveb site using the wname andoasswordprovided in the email.

Note: Click on thd=orgotten your passwordHink to request a reminder of your login details. A reminder
will be sent to the email account you used to register vitlitiook SMS

2. Getting started

2.1. Installing Outlook SMS

Before you carbegin to broadcast your messages you will need to install the Outlook SMS plugin,
SMSinstallemsi.You will receive a copy of this plugin when you register with Grapevine as an Affiliate

To install Outlook SMS:

=

Shut downMSOutlook.

2. Run the installatioprogram (SMSinstaller.mdhat you were sent when you registered with
Grapevinepmhh

3. Open MS OutlookYou will see a new Outlook SMS toolbar as shown below.

Note that you can drag the toolbar and anchor it on the Outlook toolbar, organleave it
floating.
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@ SMS [:] SMS Options ... % SMS Reports (7)) About SMS 52 SMS Help

Figure2 ¢Outlook SMS toolbar

SMS(¢This button opens th&MS Optionglialog box where you can setessage defaultdf
you have already set these up, clickBiglSwill open theOutlook Send SMS8ialog box.
SMS Options... ¢ Click this button to set up your emalefaults including SMS Format,

Reminder Alerts, Signature and Default Country Code.

SMS Reportg Link to the online SMS Outlook web application to view reports and statistics

about your ampaigns.
About SME; Identify the version oDutlook SM§ou arerunning.
SMS Helg, Get Outlook SMS help.

2.2. The Outlook SMS toolbar

2.2.1. About the Outlook Send SMS dialog box

You will use theDutlook Send SM8ialog box to compile and send your email asSMS to multiple

recipients.

Check Contacts: Use to
validate your recipient numbers

File: Use to save your
message in your Draft folder

= - WY = e
Optlook Send SMS Message Options Use to set up M
' a delivery receipt and @ond
ﬂe ﬂelp“ R / /send beforeddate if required
3 Send I Save @ Check Contacts Message Options
T0... 4—’— To...: Use to find contacts in your Outlook Address Book o
Subject: +— Subject: Enter a subject to identify your message in your o " Add Subject to SMS
| sent messages folder after youdve sent it A
Add Subject to SMS: The
subject will be added to the
beginning of the SMS
OPOWERED EY ‘
GRAFPEVINE INTERACTIVE
L
M| \
_— e - -—-—— = = L2

Figure3 ¢Outlook Send SMS dialog box

2.2.2. About SMS Options

In the SMS Optionglialog box, you can set message defaulisis can be done every time you send a

new email.
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You may send alerts to one or both of the mobile phone numbers (for instance your own) you specify in
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Outlook SMS Options = = e
—Reminder Alerts-
You may send alerts to one or the other or both the Mobile numbers specified
below. Numbers should be specified in international format (ie.
Mobile 1: | 27739771576 ¥ Enable
Mobile 2: | [~ Enable
-~ Signature |
Would you like to add a Signature to your messages: [v |
Enter the Signature you would like to Isest regards
—SMS Format |
(" Limit SMS to 160 characters
@ Split long SMSs (maximum 5
—General-
Enter your Authentication code : | 42N2DDUDD
Default Country Code: [South Africa (+27) |
Automatic Send and Receive [v i
L
Enable Excel SMSi [V
Ll
. "
OK Cancel Help I
u

Figure4 ¢SMS Options dialog box

this section, if required. You must select theaBle check box to activate this feature.

Signature
/I £ A0

iKS OKSO1

o02E (2 aSyR

web site address or landline number.

SMS Format

LISNE2Y I A &SR

In this section you can limit your messageotte SMS (up to 160 characters) or specify that Outlook SMS

aK2dzZ R

General

aLx Ad

f2y3 {a{Qa AyQd?2

aSLI NFrGiS YvYSaal3asSa

1 Enter yourAuthentication codein this section. This code will have been sent to you when you
registered as an Affate with Grapevine.

9 Enter the defaulCountry code which will prefix your recipient numbers.

1 Automatic Send and Receiwill trigger MS Outlook to automatically send your message and
look for replies as long as there is a connection open. When #& tiis depends on how your MS
Outlook is set up.

1 Enable Excel SM&II enable you to send messages from Excel.

2.2.3. About SMS reports

See5 Outlook SMS3eportsand analysis
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2.2.4. About Outlook SMS

Use theAbout SMSdialog box to check for new versions of Outlook SMS. To do this,Giiegk for
Latest VersionTo close this dialog box, clicikK

About Outlook SMS [

i
=R Grapevine Interactive
@ Qutlook SMS

Version 2.1 (Build 98)
Built: Mar 7 2008

Powered by Grapevine Interactive

Check for Latest Version

Figure5 ¢Outlook $/S toolbar

Note: If you are having support issues, you should make a note of the version nhumber before contacting
Grapevine.

3. Sending messages (@utlook SMSstep-by-step

3.1. Creat anemail message

To send an email to one or more mobile phones as an SNM&y fine steps below

Step 1. On the Outlook SMS toolbar, cIiSMS.

If you have not sent an email before, tMessage Optionslialog box will be displayed. If
you have sent a message before but you want to change your email default §MIi®k
Optionsfirst to change your message optiar&ee2.2.2 About SMS Options

Step 2. In theOutlook Send SMS8ialog box, in thao X field, type the recipient address in the
following format:
<mobile number>@<emadomain>
<mobile number>= the South African dialling code is set up in &S Optiongialog box
FYR 6Atf NBLEIFOS GKS T8NB Ay (KS NBOALASY(A:S
<email domain>= is the email domain that youeceived by email when you were
provisional by Grapevine as an Affiliaeg. sms.vine.co.za
Example0821234567@sms.vine.co.za
Important: You can enter multiple recipient addresses, separated by commas
Alternatively, click theTo... button and select recipients from your Outlook Address Boo

You can select multiple recipients by presgitrjand selecting individual recipients.
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Step 3. Type youiSMSmessage in the body of the email.
Note: The messageust be equal to orless than 160 characters in length to fit into a single
SMS message.

Step 4. Clik Message Optionsin the Message Optionslialog box, select Bo not deliver before
date, if requiredIf you want to know when the recipient received your message, select the
relevant check box.

L8]

Outlook Send SMS sy Bannaint Bl &

Fie Help
8 Send [ Save @@ Check Contacts

! L

To... 0739771576@sms.vine.co.za; 0821234567 @sms.vine.co.za

Subject: IRemiﬂder [v Add Subject to SMS

|l | Please RSVP to this address with the number of people attending the Christmas function on December 8.

Message Options u

M [« Do not deliver before: |3;12;2mn j Imzns ﬂ

[v Reguest a delivery receipt for this message

OK | ‘ Cancel | ‘ Help ‘

- OWERED E¥
GRAFELINE INTERACTIVE

r118 characters; 775 maximum; message wil be splt into 1 SMS Message(s). NUM

Figure6 ¢ sending a message: email to SMS

Step 5. To validate your recipient numberdjak Check Contact!® Check Contacts|

Step 6. ClickSave/M Save| (o save a draft of your message, or cﬁiéﬂdto send it
immediately (unless you have selected to delay it inNfessage Optionslialog box above).

3.2. Email receipt notification
After sendingyour message you will receive an email receipt notificatiocluding the contents of the

message you sent¥ou can also view the message you sent in the Sent messages folder in MS Outlook. It
is recommended youareate a new folder to store all the messages for a particular campaign.
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Figure7 ¢ email receipt notification

3.3.  Email reply

After receiving a message, the recipient can reply to your message which you giilleras an emaih
your Inbox The reply messageill includethe message you originally sent to the recipient.

Figure8 ¢ email receipt notification

4, Logging in to theDutlook SM3Home web page

Using the URLestt to you by Grapevine when you were provisioned on the system, log in tOulieok
SMS LILX AOIF GA2Yy® . St2¢ Aa Homepaget ANT Y 2F || RSY2 | FFAL
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